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Course Objectives

In this session, we will cover:

Expectations for your HRM Report due April 15, 2008

The latest news about the measures

Reminders for submitting your HRM Report

A This is the only scheduled training we will be providing this Spring. If you need
assistance training someone new to the HRM Report process, contact us as soon as
possible at:

HRMPerformanceandaccountability@dop.wa.gov




sSuccesses

Starting our 3rd year of the HR Management Report

Many of you have successfully completed 4 HRM Reports — soon
to be 5!

Agencies have shown significant progress on key HR management
performance measures

An increasing number of agencies have strategic action plans
(what, who, and by when) for priority areas
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Why a new format?

* Response to feedback from agencies

» Agencies can focus on key priority areas

« At-a-glance convenience for your agency’s overall HR
Management status

« Alignment with your agency’s strategic plan due June 1st and
OFM'’s expectation that workforce management will be
included

» October report will better reflect workforce management
priorities you have in your strategic plans



What does the new format look like?

Two page summary
Order of sections and measures match the October format
Priority level has been added

Link to new HR Management Report template I

New HR Management Report template



HR Management Performance and Accountability Websit e

http://www.dop.wa.gov/hrmperformanceandaccountability

Performance Measure Parameters
Il
Standard HR Management Report
Format Template and Interim HR
Management Report template

Data measures, sources and links H

Submit your agency’s HR
Management Report

* Indicates new options are available from selection

s




April 15 " HRM Report Expectations

e Use the Interim template on the web (or a similar format that includes all
measures and data included on the template)

e Attach a separate 1-page progress report for each of your high priorities.
Include:

progress made on the action plan from the October HRM Report
further detail of the issue and progress
relevant data analysis

any strategy changes for the rest of the year

 Address your State Employee survey results. Include:
summary analysis
action plans for improvement

Use a format that works best for you. For an example, the Statewide presentation is

avalilable on the web:
http://www.dop.wa.gov/HRMPerformance AndAccountability/AccessHRMData/DeployWorkforce.htm

_ 10
Continued...



April 15th HRM Report Expectations, continued...

* Ensure all “[XX] of a total of [XX]” numbers are complete and accurate in
your HR Management reports.

This data is imperative to completing the statewide rollup.
* Ensure your HR Management Report has been reviewed and approved by

agency executives before submitting to DOP or the Governor's GMAP
Office.

« Send completed HR Management Reports on or before April 15 t to:
HRMPerformanceandAccountability@DOP.wa.gov

\\ Reports must be submitted after April 15" may not be included in the statewide HR
— Management Report rollup.

Your summary, progress, and survey information will be rolled up and presented in detail
to the Governor at the Government Efficiency GMAP forum on May 21st,

11



Where do | get data for the April interim format?

Data sources are the same as for previous HRM Reports:

Performance Measure Parameters are available from the HR Management

Performance and Accountability website:
http://www.dop.wa.gov/HRMPerformanceAndAccountability/HRMReports/Parameters.htm

For a comparison of the April interim format and the standard HRM Report
format:
http://www.dop.wa.qov/HRMPerformanceAndAccountability/HRMReports/StandardReportFormat.htm

For information on locating data for your HRM report:
http://www.dop.wa.gov/HRMPerformanceAndAccountability/AccessHRMData/default.htm

For step-by-step instructions on running HRMS BW reports from the HRMS
Portal:
http://www.dop.wa.qgov/HRMPerformanceAndAccountability/Assistance/RelatedTraining.htm

Questions? Contact us:
HRMPerformanceandaccountability@dop.wa.gov
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News & Updates

The following section provides news and information relevant to HR Management
Report performance measures that have changed or need further explanation.

Refer to the HRM Report Performance Measure Parameters* document for:

» Performance Measure Definitions (what does the performance measure
include?)

e Timing (what time period am | reporting for?)

e Source (where does the data come from?)

* Performance Measure Parameters are available from the HR Management Performance and

Accountability website:
http://www.dop.wa.gov/HRMPerformanceAndAccountability/HRMReports/Parameters.htm
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News & Updates

e Time to Hire (formerly Time to Fill)
A focus group of agency HR Managers convened to clarify the definition of the Time
to Fill report. As a result, the Time to Fill report is now called Time to Hire based on
the updated definition.

Time to Hire Definition:

— Start date = the date the hiring supervisor notifies the agency HR Office to
commence the process to fill the vacancy

— End date = the date that the job offer is accepted
Notes:

If these start/end dates are different from what you currently report, we assume you
are making the needed changes to your process

April 2008 report only: since the April 2008 report covers the 7/1/07 to 12/31/07
time period, you may continue using your present time-to-hire definition. Note the
start/end dates you're using in the comments section of the report.

For further information, see 2/1/08 GMAP Report excerpt:
http://www.dop.wa.qgov/HRMPerformanceAndAccountability/AccessHRMData/Hire
Workforce.htm

* Time to Hire and Candidate Quality

Provide “Based on [XX] of a total of [XX]” for statewide rollup report 5



News & Updates

 Employee Survey data
Tabs in the Employee Survey file include:

—Statistics Report — overall survey results by question
—Comparison — November 2007 results compared to April 2006 results

—~HR Management — results grouped as reported in the HRM report

i e R S —

Employee Survey tabs

Continued... 16



News & Updates

» Employee Survey data, continued...
HR Management tab

—Questions are grouped in HR Management
Report order

—Provides averages for HR Management report ™

Note: Some agencies reported incorrect
averages in past reports by using the
statewide survey averages. If comparing

2007 survey results with the 2006 survey > Copy

results, check 2006 averages before cells

submitting your report. between
gray bars

| pverage

LA\ Warning:
== Copying and pasting charts from one document to another may result in O
individual survey response data being attached to your HR
Management report charts. To avoid this, paste results as a picture.

Steps to paste results, for each survey section:

1. Copy cells between gray bars in Excel survey results file under the HR Management tab
2. Select Edit > Paste Special > Picture (Windows Metafile) in the file the data is being copied to

3. Resize as needed in the file the data was copied to
Continued... 17



News & Updates

Deploy Workforce, continued...

« Worker Safety
Guest speaker — Pat Delaney, L&l

Data source: L&l website by March 20™:
http://Ini.wa.gov/main/gmap/

Interim report measure:

Rate of workplace injuries per 100 FTEs

(avg injury claims — both time lost and medical only — per year per 100 FTEs
over last 5 years)

Questions? Contact your L&l representative.
« Overtime

All Overtime reports are available from the HRMS Portal

Some larger agencies may still experience long run times on Overtime reports
» Sick Leave

Sick Leave data will be available on CD at the HR Management Report

Information Overview or contact us at:
HRMPerformanceAndAccountability@dop.wa.gov
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Before submitting your HRM Report, consider the fol lowing:

Action Planning — include who, what, by when, prioritization
Carefully check for typos, incomplete data ([xx]), incorrect data, etc.

Ensure your report reflects the data specified in the HRM Report
Performance Measure Parameters document. If changing definitions,
timing or source, clearly document changes made and why

Final HRM Report must be reviewed and approved by y  our agency
Director prior to submitting

Agencies who participate in the Governor's GMAP forums must submit
their HRM Report to the GMAP Office

Agency HR Management Reports will be published on the HR
Management Performance and Accountability website

Submit your HRM Report to:

HRMPerformanceandAccountability@DOP.wa.gov*

*This link is also available from the HR Management Performance and Accountability

website:

http://www.dop.wa.gov/HRMPerformanceAndAccountabili ty/
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HRMPerformanceandaccountability@dop.wa.qov

 Please complete your course
evaluation before leaving

Thank you!
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